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Creating a PDF (portable document format) File from C*

Check to see that your preferences are set to print to Microsoft Word, page 45

1. Print your document to WORD

2. Select all text
a. Edit

Select
All

OR
b. Control

A
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3. Click COPY button or EDIT
Copy or Control C

4. Open a BLANK Microsoft
WORD (Figure 6) file from
your START button (Either
click NEW Microsoft
Document, or Start Microsoft
WORD (Figure 5))

5. Paste the file using either the
PASTE button or Edit Paste or
Control V

6. After the document has been
pasted into Word on your
computer, click the File Print
option.
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7. Choose the Acrobat PDFwriter

8. The Save PDF File As window will appear,
name your file, ensure that the directory is
where you want the file to save, and Click
Save button.

Now you can email this file as an
attachment.




